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Abstract of the training course

To form higher and master's level of scientific and
professional knowledge in the field of organization of management
processes in state institutions, increase the efficiency of
management processes by organizational structures through the
correct use of principles, methods and tools of administration,
creation of a holistic system of public administration in the public
sphere

The solution of practically important problems "Technique
of administrative activity" is to provide a sufficient level of
theoretical knowledge necessary to understand the principles,
methods and tools of administrative management, organization of
staff, principles and forms of delegation, control, coordination and
regulation of administrative activities of the state institution. and
organizational activities and formulation of tasks, plans and
activities, development of search and management skills.

The course can be useful for masters in 281 "Public
Administration”, 073 "Management" as well as future economists,
managers and translators who plan to work for companies and
firms whose activities are related to management.

Know the management processes, principles and
approaches to the organization of the state institution, taking into
account the adopted political course of the country; organizational
relations, relationships, procedures and standards of the
administration of the state institution, which are aimed at
achieving the goal and effectiveness

Be able to analyze the state of the organization and its
directions of development, identify the most effective techniques
and methods of management, organize the processes of activity in
the organization, calculate quantitative and qualitative
performance indicators.

Basic knowledge and understanding of the economics of
governance, including issues of innovation planning, law, strategic
management, and public policy.



Course purpose (acquired competencies)

As a result of studying this training course, the applicant will acquire the following
competencies:

1. Ability to improve and develop professional, intellectual and cultural levels

2. To form philosophical and ideological principles, directions and patterns of
development of domestic public administration in the context of globalization and
internationalization

3. To organize information and analytical support of management processes with the use
of modern information resources and technologies, in particular to develop measures for the
introduction of e-government in various areas of public administration.

4. Carry out scientific and research activities in the field of public administration.

5. Make sound management decisions taking into account issues of European and Euro-
Atlantic integration



Course structure

Hours
Ne Theme Summary Tools and Tasks
(L/P2)
1. The concept and 3/1 The essence and importance of management in the public Participate in the
structure of skills of sphere. Differences between the categories of discussion
a modern manager "management" and "administration”. Categories of
and leader. management system in the public sphere. Management Tests
methods and styles. Leadership, leadership and power. Individual tasks
2. Mission and goals of 3/2 Typology of personal goals. Hierarchy of goals. | Participate in the
the organization, Technology of formation of the general organizational | discussion
leader and purposes and the purposes of the person. Mechanism and
employees in the methods of goal setting in organizations and requirements Tests
public sphere. for their formulation. Goal setting strategies. Individual tasks
3. Technologies for 4/1 Theoretical aspects of the communication process. Types | Case
managing and models of communications. Communication
information  and management technologies within the organization. | 1St
communication External communications of the organization / Features of | |dividual tasks
relations in  the electronic communications. The essence of the concept of
organization. "image". Types of image and formative information (direct
and indirect). Forming the image of the organization. The
concept of "reputation” and "attributes".
4. Public relations 4/2 Methods of public relations Social significance and | Participate in the
technologies purpose of the organization's public relations activities. | discussion
Formation of public relations as a sphere of activity of
organizations. Areas of public relations of modern | TeStS
organizations: external relations, internal relations and | | dividual tasks
relations with lobbying governmental and non-
governmental organizations.
5. Types and problems 4/2 Characteristics of leadership styles. Advantages and | Participate in the
of leadership styles disadvantages of leadership methods and styles discussion
in management in
the public sphere Tests
Individual tasks
6. Professional ethics 4/2 Organization of ethical relations in labor collectives The | Participate in the
of a leader in the concept of professional ethics, origin, purpose, function in | discussion
public sphere society. Norms of professional business relations.
Corporate code of ethics. Tests
Individual tasks
7. Team building. 4/2 Differences between team, team and group. Professional, | Participate in the

personal and psychological qualities of team members.
Roles in the team and methods of overcoming conflicts in
the team.

discussion
Tests

Individual tasks
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